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e (f3efer

i .Anproyed_: '-

L Purpose e : i '
~ The purpose of this pohcy is to prov1de gu1dance to the Department of Natural
-~ Resources (DNR) Units in developmg proﬁment and productwe In format1on
: 'technology users. _ .

“IL  Scope
~ This pohcy apphes to all Umts and employees wnthm the DNR

L Pollcy i L
It is important to the State of Maryland and DNR to provnde for the educanon and
tramm g needs of then' employees in order to

. Perfoun current Job functlons ; :
e Prepare the employee to perform a ﬁmctlon that she or he is not currently
performing ' :
* Qualify the employee for amore advanced posntlon in hlsfher career path than
- he or she is currently holding -
= Keep abreast of mformat10n techn ology advancements and 1 improve techn1cal
skills ' :
e Provide tramlng and/or formal ceruﬁcatlon ina techmcal discipline, to the
Pt extent that 1t is good sound busmess practlce

This shall be done not only as a course of busmess but mcluded in each IT program
or project. The commitment of sufficient resources to and selection of, effective

- strategies for education and training shall be paramount among the criteria used by
. Agency management in evaluating and approvmg key IT programs and projects.

V. Guidelines :

i 1 1 Types of Trannng _ :
~ DNR will utilize the following types of n'amlng computer based classroom,
~ one on one, Internet and video. DNR recognizes the need to have a variety of
'trammg opnons available to accommodate the dlfferent levels and type of :
trammg reqmred by its employer e
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12 Centrallzanon of Tralmng and Certlﬁcatton : e
: ITS will coordinate ¢lassroom training at the Informatton Technology Service
(ITS) facility for user level training of the Microsoft Office Suite. ITS will
~ ‘maintain an interest file and when enough interest is shown a class will be
setup. In addition, computer based training (CBT) CD’s and video training
- tapes will be available for checkout from the Information Resource Center
(IRC). Because of licensing restrictions, all CBTs must be removed from the
- client machine when the product is returned to the IRC. All other training will
be arranged through the 111d1v1dua] units. :

Al 111format10n technology trammg wﬂ] be documented with existing
procedures put in place hy the Human Resource Servzces

13 Certlﬁcatlon Guldelmes : . :
DNR will pay for classes that quahfy under section I11, however DNR wﬂl
not pay for test to acquire cemﬁcauon unless that certification is required to '
perform an as&gned ﬁmctlon or is m the best Interest of DNR.

1.4 Fundmg ' : Ao
All tralnmg will be funded at the Unlt level Maj or pI‘O_] ects that require
trammg in order to 1mp1em ent must a.llocate funds for trammg w1thm the
project budget : : :

1. 5 Mlmmum Trannng and Skills* :
All DNR staff requestmg training shall be tramed on the use of standard
i soﬁware _ :

The Information Technology Serv1ce recommends mformatmn technology _
~ jobs receive a minimum two weeks of tramm gayear.

V. Responsnb ilities . 2
- Itis the responsﬂalhty of the Chxef of Infonnat:lon Teclmology to review this
pol;cy annually

_ Itis the respon51b111ty of the Techmcal Suppoxt Manager of the Informatlon
: 'Technolo gy Serv1ce to xmplement this Pollcy S -
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